



 (
Student Housing
)
Residence Hall Program Expense Reimbursement Request
1) FORM MUST BE SUBMITTED TO SUPERVISING AD NO LATER THAN 3 DAYS AFTER PROGRAM.
2) ITEMIZED ORIGINAL RECEIPTS MUST BE ATTACHED.
3) A LIST OF ATTENDEES MUST BE ATTACHED IF FOOD, DRINK, OR PRIZES INCLUDED IN REIMBURSEMENT.
4) FORM MUST BE SUBMITTED TO ACCOUNTS PAYABLE OFFICE NO LATER THAN 7 DAYS AFTER SUPERVISING AD SIGNS OFF ON FORM.

Student’s Full Name: 	     	
Date form submitted to Supervising Area Director:   	
Date of Program:   				Name of Program:    	
Who/What was the program for?   
If other RAs or student organizations co-facilitated the program, please list those names and indicate next to those names the amount of funding each contributed:

Description of expenses:  

Amount:  

(Area Director Use Only)
Cost Center #:   		Account #:   
Activity #:    	                           Amount:   
Approved by (Print Name):   	                            Signature:   

(Accounts Payable Office Only)
Approved by:   


Regent University Student Housing
1117 Centerville Turnpike; Suite #125; Virginia Beach, VA 23464
studenthousing@regent.edu ; 757-352-4890
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